CTC

Online Services for Educators

Quick tips-How to Complete Your Online Recommendation

Important: Before beginning the application process, be sure set your web browser
to “Always accept pop-ups” from the Commission’s website.

1. From our Home page www.ctc.ca.gov, click the Online Services for Educators
navigation button
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2. Select the Educator Page button.
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4. Log in to your personal profile on
the secure Educator Page using —
your SSN and date of birth.

5. Verify your personal information on
your Profile page. If necessary,
you can edit this information here
before moving to the next step.
When finished, click Next.
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6. Your personal Educator Page
provides a view of your document
history. Under the heading
“Recommends,” click on the arrow
in the left column to highlight the
document your program sponsor
or other agency has submitted.

7. Click the drop down box and
select “Yes.”

Commission on Teacher Credentialing

Nl s e i o £ e e dige e ke o s b ek o v e

loanet ADGF  CERI

ltlame R Vst Couety o Esploymsnt 0% 20T OFRE FEL0TEN
Fstlane T8 hdvert o (oo Ao It 7
e lameam TN e e Lisplete |

14t )
Coowresl e = L L 0. Ormonad s otz e ool brade
) E i g e
Y E Ui T
T o o
] gy W A a b
Recommends
Gl e Dot ™' e et ety St Vit o et M e o o Wt i ' Mekovind Mg Pl e, 1
St Do Tle Term, Ryplisfion by — Tonme My b oo —
) ik gt vt ey ey Ty bt W
K) Ld 0L D IEOTY -4 iyt L
Reneiaks
e e e e D Rl e Wk
Sdot  Homment Tt - Tem ™ £ e Tk Expialion [ak: Srigrallmoce Dotz - i st (il - SpecinlCrade
ety A
Consor O? Hore ‘ i ‘ s
oo (IO TEACHER CREDENTALNG
Ensimg EdueaorEveelenes
Mmm Hcoe e
Tocument uber Docurent Ttk T, St by BoiationDate — Onial Tsnc Date e Sl
) Rl Cr St Teavg Pemi fragy FiH i1 5103
) i Tl e T Rt fregy Ul g 1 Yt
) B g i et e LTS DI 1 R 1
) g bt Tt B W dm y
Recommends
(et Do Tt el i, e s et e Coumet e and e Comet, r et st oo A wh ez, 1242
Seect Document Tite Tem— AppicionStfus o Date et Resson
lo WAckS b Tecig et | eimnay lgParrer 3009001
Wies et T Oeteid Cew Awliglrar 56D
g 1" et ot oce: it an: e e \oRerts

Page 3 of 7




8. Select Complete to continue the

application process. ConugssoN o s
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9. Read the Disclosure page for the
Professional Fitness questions and
answer “Yes” to continue to the
next page.
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10. Answer each of the Professional
Fitness Questions, complete the
Oath and Affidavit, and click
Proceed to Payment. Click
Proceed to Payment only once!
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11. The display shows the document
applied for and the amount to pay.
Click the Continue button.— |
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12. Complete the billing verification
information for LexisNexis.
Choose to pay with credit card
(can also use debit card with Visa
or MasterCard logo). Click
Continue button when finished. ——
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13. Verify all the payment information
is correct, including email
address. Click Complete
Payment button. Do not click
the Complete Payment button —_|
more than once!
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14. Use the 1% link provided to obtain
a printable receipt for your
reference.

15. After printing your receipt, you
can return to CTC Online with the
link “To return to the CTC
application, please click here.”

16. The final landing page provides
directions back to the Educator
page or to log out of CTC Online.

Commission on Teacher Credentialing

T crine Pormers -t Pt 501 B0 2w rge e ok @ 7

Commisson on Teacher Credentiling

@ tecvens O ooy
Emusre
e iw o
Bt onla e Dol oome mye sy o e
!
Connssios o e | 740 | Gossary
GOV CTC B TEACHER CREDENTIALING
Ensng Edbcaky Exeferce
A ] i
il yment and (2) 1f your agplcation
The statusof your applcation ing on the Educator Page tab b
Help s avaable at th ity v cte.ca gov] el default. bl

emallConkedetc cagor

ding credentaing regel ol credentbls

To ensure the highest eved of security, ik n the *Home"”ink at the top right of your screen and then exit your web browser,

e | Tatisks s oy -
=

Page 7 of 7




